
How to de-attach a file(s) in Hotmail 
 
 

Paperclip indicates this email has 
attachment(s).  
Click the email to open it. 

This email has  3 
attachment(s) 

1 - Click the required 
Download Link 

2 – Select Open or Save 

3 – If you click Save then, after 
the save has completed, you 
get this small panel.  Click as 
appropriate 

1 - Click the required 
Download Link 

Or you can download all the 
attachment(s) as one zip file 

1 - Click the required 
Download Link. This gives 
the small panel below 

Note these panels appear with 
Internet Explorer.  You will get 
different type ones with other 
browsers – eg Firefox or Chrome 



How to attach a file(s) in Hotmail 
 
 1 - Click 

New (Mail) 

2 – Enter 
recipient(s) 

3 – Click 
Attachments 

4 – Select 
where to get 
the file(s) 

4 – Navigate / 
Select where to 
get the file(s) 

5 – Select your file(s).  
(Hold down the Ctrl key 
to select multiple files. 
Doesn’t work in all 
browsers) 6 – Click Open to 

attach the file(s) 

Note your selected files 
will show here (Only in 
some browsers) 

When attached they 
will show here.  If you 
change your mind then 
clear the relative ‘X’ 
boxes on each file 

7 – Click Send 
when your email 
is ready 


